PASH Chairperson Meeting Protocol Checklist


Below is a listing of recommended items that each Committee Chairperson should become familiar with and share with committee membership, as noted below, during the beginning of each membership year.   This packet is primarily important for those of you who may be new to COPAS/PASH and or new to a PASH Chair position.  Should you have any questions regarding the items listed, please contact your Board Liaison for additional clarification.  

Present at each Committee Meeting

Anti-Trust Statement

Acquire a copy of the Anti-Trust Statement and take it with you to EVERY meeting.   This should be read prior to the start of every committee meeting.  See Link: 


http://www.copas.org/files/Antitrust%20Policy.pdf
Voting Procedures (when there are voting items on the agenda)

Determine voting procedures governing committee proceedings and share with committee members at the onset of the membership year.   Reminder of voting procedures should be provided on a regular basis throughout the membership year when voting items are included on the meeting agenda.

Applicable ByLaws references (Source:  ByLaws section of www.pashcopas.org).

ARTICLE VIII
Committees

Section 4. Voting Procedures 

Voting procedures for all committees shall be as prescribed and published by the Board of Directors of the Society. 


Attachment 11 (PASH):  PASH Standing Committee Voting Procedures Resolution

Determine the quorum for your committee's voting requirements and share them with your committee members.    Whenever there are voting items included on the committee meeting agenda, reference the quorum requirement so members will be cognizant that their presence and participation are particularly important.

Attachment 11 includes a section on "Quorum Required for Voting":

I. IV.  Quorum Required for Voting

No vote shall be taken by a standing committee unless a quorum of the committee is present to vote.
CPE Documentation

To ensure adequate documentation is maintained for CPE credit record-keeping, ensure the following are filed for each committee meeting
:

1. Meeting Agenda

2. Meeting handouts

3. Attendance form where participation has indicated CPE hours needed

4. Participant's evaluation form

Reference the CPE forms provided in the Toolkit.

Be familiar with and present as issues/questions may arise

ByLaws

Become familiar with PASH' ByLaws which are located as follows:

· PASH website (http://www.pashcopas.org/bylaws.html)

· Yearly Membership Directory

COPAS' ByLaws are located on the COPAS website (www.copas.org).  Do a search on "ByLaws" and find the Library entry or see link:  http://www.copas.org/files/Leadership%20Handbook%20-%20Section%201_4-16-09%20TW_.pdf 
Code of Ethics

Review the COPAS Code of Ethics and share with committee members at the onset of the membership year.  See Link:  http://www.copas.org/files/Leadership%20Handbook%20-%20Section%201_4-16-09%20TW_.pdf 
Copyright Policy

Become familiar with and communicate with your committee membership COPAS' copyright policy.  See Link:  http://www.copas.org/files/Leadership%20Handbook%20-%20Section%207%20updated%208-11-11.pdf
COPAS Publication Process Overview

Gain an understanding of the paper flow associated with new COPAS publications in draft form and the necessary approvals required before a document is officially published.  See Link:  http://www.copas.org/files/Leadership%20Handbook%20-%20Section%208%20rev%20Jan%202010.pdf 
COPAS Project Initiation Form

Form required when a new project is initiated.   This project is usually assigned by the Originating Committee Standing Chair having been recommended as a project through the Emerging Issues Sub-Committee process.  See Link:  http://www.copas.org/files/Leadership%20HandbookSection5%207-29-11.pdf 
COPAS Standing Committee Charters

These Charters downloaded from the COPAS website provide information as to the committee's mission statement, membership requirements, duties, meetings and notices, voting requirements etc.   See Link: http://www.copas.org/files/Leadership%20HandbookSection5%207-29-11.pdf 

Charters for the following COPAS Committees:  

Audit, Education, Financial Reporting, Joint Interest, Midstream/Downstream, Revenue, Tax

PASH Committee Charters

These Charters have recently been created or updated and are located within the PASH Toolkit, Item# 10 as listed below: 

10a - Audit


10b - Education


10c - Financial Reporting/Tax


10d - International


10e - Joint Interest


10f - Revenue


10g - Midstream


10h - Small Companies


10i  - New Professionals (NPC)
� Send CPE documentation to the COPAS National Office within 30 days of the event.
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